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ENTION SCHEDULE 

INSTRUCTIONS: See fubliation No. 76-RM-1 for instructions on cempleting this form. Forward dgned originel to 
Depwtment of Archives md History, Records Management Division, 330 Capitol Awnye, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

Appliation O.n ice of canptroller Generai - ~ n s .  Dept 
4ents Licensing Division 
ccmputer operations 
Ihn. 616, W e s t  'Itwer, Floyd Bl&. Applicltion Nu- 

Application N u h r  

85-67 
Dln Received Data Cornplated 

2. PorrontoConmct Working Title 

3. ActionRqwsted A 

DeWie Richardson carputer Cprations Supervisor 656-2100 

a- a Esta~iisn Retention Schedule;'record will continue to accumulate. 
b- 0 Disuose of present accumulation: no fu-Ther taumulation anticiprtod. 

Amand Application No, - Checkone: 0 Chanoe: 0 Supercede: 0 Void - I 6. Recwdr Series l i t lo  lfollowed by tide usad in o f fb ;  if different/ 
Earliest Latest 

Agmts Accepted for Certificate of Authority W r s  - f m  Extract 
f i l e  

What is the function of the Division and the Off ia in which t h i s  record series is created? 
_ - ~ - _  __ 

6. Divi in qnd Offia Function 

The pgents Licensing Division is responsible for the legal licensirg of agents, counselors, 
brokers and adjusters for a l l  classes of insurance by strict enforcement of the 
qualification requirenents for a l l  applicants. 
The m u t e r  operations Section is responsible for batching and processing f i r s t - e  
license applications, renewals, certificate of authority request and annual listirigs, 
re-eXamination permits, pennit renewdls, bad checks, redeposits and refunds and 
balancing such w i t h  the Fiscal Department. The section also processes a l l  insurance 
examinations and issues and prints licenses, failure notices, p e d t s  and letters Of 
ertificatiodclearancx letters to agents applying for licenses i n  other states. 

7. R o o d  &rks Description 

Documents relating to: 

T h i s  file contains the following documents findude form numbersand r i r k ,  ifany/: 
Attach samples of the file. 

the acceptance of certificate of authority reguests fm GID-122's 
and the issuance of certificate of authorities for agents passing 
certain insurance exam$nations. 
h n m y  ccmputer printouts of pgerits accepted for Certificate of 
Authority Pcwers CGCAO040-Rl 

File is  armngad: nm-&rically by mrlputer printout book nunbers. 
\. , . X t  

\ 

3 
How often are records referred to hi& are: 
; Sown to twelve months old ; Thirteen to twenty-four months old 

9 8. Monthly Rrfrrrnce Rata 
One to six months old 15 

.. tuventy-five months a d  dder 1 7 
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V 

----___I __ _-I___-__1__ -- -----*-AI-.- 

-I__ I_=-L_ 
. in the proper column) 

--- I 

?-/ 
10. Ouestionnrin 
'a. Is this the official copy of ne series? 

b, &es the series a m m t i o n  requiring security handling? If yes, cite law or regulation. 

. .  If ML where is IQ 
\ 

- 
i c. I s  this a vital record? ~ -A . - I -- 

d. Does thM:&ve historical or lond term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could there 

d-7 --I-- - 
. w * p W 2 m w Y >  A d  - * .  

g. Is tho information contained in this r r i rs  ever analyzed and/or recorded in a sumrnarlred report? 

h. Is there a duplication of this series in your offla, or in another office or agency? 
If ves. -. ~ 

11. Retention Requinments following requires the series to be kept: 

d. Audit period 1 _- - -years. 
b. Statute of limitation 2 *  years. e. Administrative need 3 years. 
a. State Law 0 yean. 

c. Federal law 0 y e a .  f. Federal reqntion instructions - 0 Y0aI.S. 
9 See attached sheet 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
Information is  needed t o  ver i fy  rece ipt  of payments, and for reference i n  the event a certific 
of authority i s  not renewed i n  one year, but renewal is  requested i n  a subsequent year. A l s o  
used i n  the event l ega l  action is  in i t ia ted  against agents who have not acquired proper licenr 
or c e r t i f i c a t e s  of authority. 
I2 Aeoroved Disposition Instructions 

- 
This agency recommends t h a t  the file series be cut otf at  thb end of each: 

0 Calendar Year; a Fiscal rear: 0 Other ~ then, 

Hold in the current files area 6 month(s) year(,); then 
0 Transfer to local holding area, hold 
a Transfer to State Records Center; h o p  
Ixl Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpecifyj 

yeads); then 
- yeads); then 

These instructions apply to al l  prior and future accumulations of the series. 
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f 
Addition t o  item 115 .  

These f i l e s  can be used i n  the event  a person  is charged wi th  s e l l i n g  insurance  
wi thout  t h e  proper  l i c e n s e s  o r  a u t h o r i t y . '  
33-5-3, would be a misdemeanor. According t o  0. C .  G .  A .  17-3-1, t h e  s t a t u t e  
of l i m i t a t i o n  on a misdemeanor is two y e a r s .  

The charge ,  accord ing  t o  O.C.G.A.  

.b 
(The above a l t e r a t ' i o n  t o  t h e  schedule  was made by Harmon Smith and Char les  
Saxon based 0. 
r e c o r d s  o f f i c t ,  Mickey Anderson i n  a te lephone  c o n v e r s a t i o n  J u l y  30, 1985.) 

i u t n o r i t y  gran ted  t o  Harmon Smith by t h e  Comptrol ler  G e n e r a l ' s  

c 


